SAP Overview

Chapter 1: SAP Overview

ZBackground Information

SAP allows Navy MWR and the Navy VQ to combine Accounting, Planning, Budgeting,
Reporting, and Personnel and Benefits administration into one Enterprise Resource
product.

The new system is unlike anything you have seen before, and can be somewhat
intimidating at first. However, this user guide is written by MWR team members who
are familiar with how you do business, and is therefore a great tool for you to use as you
get comfortable with the system.

This guide will take you through the entire system, from logging on, to completing the
most involved tasks.

Because SAP isadynamic system, and you will be working with dynamic data, these
documents are truly “worksin progress’ and as such will never be completely finished.
Asyouinthefield, aswell as our headquarters' staff, discover new and better ways to
accomplish atask or new reporting requirements arise based on these new tasks, the
documentation will be corrected and additions and replacements to these manuals will be
published.

Please accept this documentation as your own. Make notes regarding any errors,
procedural mistakes and irregular results that appear based on the stepsillustrated in this
manual. Send your suggestions and corrections to the SAP help desk at the address
located on the first page of this manual.
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Logging On and Off

Before you can use SAP, you must log on. When you are finished working on your tasks
in SAP, you log off. Thefirst time that you log on, it will be with a generic password
that your administrator will provide you. Y ou will be prompted to change your password
every 90 days.

Z Starting SAP

To start SAP, proceed as follows:

Double click on the desktop icon.

The SAP Logon screen appears.

=100 %]
Y ou will be presented with the client choices —
shown in the Description . | SID | Group/Server
. 4l = Production = 138.164.10.10

dialog box. 4 Deve 138.164.1051

&l Development 136.164.10.50

(Ggnss om - 1_PUBLIC

ﬁ [uality dssurance 138.164.10.30
Double click the icon for the client that you 3 Sandbos 138.164.10.55
will be workingin.

« | 0

The logon screen (with the title SAP R/3) appears in a new window, as shown below, and
you are now ready to complete the log on process.

Version 3 — March 2001 -2




SAP Overview

BRI -8 =i
B
L& W ICOa | 2NN avan O G
[ Fleps e e
Clee {10
[IE-] |'|' Wiy Fatiirs Corwma
F s | -------- Pocyke i elses g Fpacssion

AFH S AP R Whion 458
Larguiage |

LA 7] 1000 | e | IRIE | TETR

Logging On
Before you log on, make sure you know the client number, your userID and password.
During the SAP Logon process and while you work in SAP, you are often instructed to

press the TAB key after you enter datain afield. When you pressthe TAB key, the
cursor moves to the beginning of the next field.

If you are logging on for the first time:

Y our system administrator will provide you a password to use when you log on for the
first time. During thisinitial process of logging on, you must provide a new password,
one that you create. After that, you will use your own password whenever you log on.
(These procedures might differ somewhat from what your system administrator might

determineis suitable for your local situation; see your system administrator for details)

To log on to SAP, make the following entries in the fields on the logon screen:
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1. Intheclient field, enter the client number (The correct client number usually appears
automatically when working in the Production client. If you are working in a client
for “playing” purposes, you might need to change the number. For example, when
working in QA 200, you need to change the client number to 200.)

If adefault number appearsin thisfield, you can changeit by overtyping it or accept
it by leaving asis.

Pressthe TAB key to move to the next field.
In the User ID field, enter your User ID

Pressthe TAB key to move to the next field.
In the password field, enter the initial password your system administrator has given
youl.

arLODN

;/ Note: Asyou type the password, the asterisks remain in the field and only the
cursor moves. As a security measure, the system does not display what

you type.

6. The new password dialog box is displayed as shown:

-WSAP R/3 ]|

7. In the New

password Mew password I********

fleld’ enter Repeat pazzword I********

anew

password.

( Rul_es Tranzfer | Cancel |

for creating

apassword, if you need help.)
8. Pressthe TAB key to move the cursor to the Repeat password field.
9. In the Repeat password field, enter your new password again, exactly as you

entered it thefirsttime. =
10. PressENTER or click the @ green check mark to log on to SAP.
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If you have logged on previously:

In the client field, enter the client number
Pressthe TAB key to move to the next field.
In the User ID field, enter your User ID.
Pressthe TAB key to move to the next field.

PwWONPE

In the Password field, enter your password and note that the asterisks remain in
the field and only the cursor moves. As a security measure, the system does not
display what you type. —
PressENTER or click the green @ checkmark to log on to SAP.
Y ou have successfully logged onto SAP ———
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¢ Rules for creating a Password

A password is acombination of characters that you enter every time you log on to SAP.
Y our password prevents other people from accessing or changing your work.

Remember your password, you cannot log on to SAP without it.

Follow these rules when creating a password:

1.

2.

It must have exactly 8 characters.

Y ou may use any combination of alphanumeric characters. Valid characters
include: the letters “athrough z” and the numbers “ 0 through 9*

Do NOT begin a password with any of the following: a question mark, an
exclamation point or a blank space.

Do NOT begin a password with three identical characters (for example, bbbat)

Do NOT begin a password with any sequence of three charactersthat is contained
in your User ID (for example, “smi”, if your User ID is“sea_dsmi”

Do NOT use “password” as your password

Do NOT use any of thelast five passwords you used (does not apply the first
time you log on)

YOU WILL BE PROMPTED TO CHANGE YOUR PASSWORD EVERY 90
DAYS. DO NOT USE A PASSWORD YOU HAVE USED PREVIOUSLY WHEN
PROMPTED TO CHANGE YOUR PASSWORD TO A NEW ONE.

r'-/ NOTE: In SAP, passwords are NOT case-sensitive.
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Logging Off

Y ou can log off SAP from any screen.

To log off SAP, follow these steps:

1.

From the menu bar, choose System — Log off OR click the Xl in the upper right
corner of the window.

The Log Off dialog box appears (as shown here) informing you that any data you
have not saved will belost if you proceed with logging off.

W og DFf

IInzaved data will be lozt.

Do yow want ta log off?

Yes Hao

If you are not certain that you have saved all your data, click No. You will return
to the screen you were working on.

If you are certain that you have saved all the data you want to save, click Yes. All

of your SAP sessions are closed and you are returned to your Windows
environment. Y ou have successfully logged off the system.
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¢ Learning the Basics

After logging on, you can take atour of the standard elements of a SAP window by
clicking on the various parts of it.

*= Display drticle (Initial Screend

Articke Edt Goto Enwronment System  Help

@ | DI W Cae 2R nnanBE @
=]
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[Distr, channsl

Doy, Cainlis
Sloie

[1]
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Depending on your actions as you work in SAP, you may also see radio buttons and
check boxesin awindow. A group of radio buttons only alows one choice while a group
of check boxes allows as many to be checked as applicable.

Check B
eck Boxes Radio Buttons

Onefinal element of the window that you will see when working with SAP isthe dialog
box. A dialog box (the calendar) is displayed in the window shown here.

TR 407 = | mwrzapd |0V |0205PH

Dialog Box
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ZTour of the Menu Bar

Article  Edit  Goto Environment  Swstern Help

Menus are displayed in the menu bar and in the Easy Access tree structure. The menus
that appear in the menu bar are determined by the task you are doing in SAP. Therefore,
you will see different menus as you work on different tasks. The menu bar shown above

istypical.

The following are menus avail able from every screenin SAP.

Menu Description
System The Systemm menu contains functions that affect the system as awhole,
such as Cresate session, User Profile, and Log Off.
Help The Help menu contains functions for accessing the various forms or
online help that are available in SAP.
The last menu on the menu bar, on theright, isthe Options menu. The

functions of this menu allow you to modify the appearance of your SAP
window. (For example, the text colors and the behavior of the TAB key)

The following shows the menus that are standard in most SAP applications

Menu

Description

<Object>

Thefirst item in the menu bar is usually named after the object you are
currently working with, for example, Article. This menu contains
functions that affect the object asawhole. Thisincludes functionslike
Display or Maintain. In addition, this menu also offers the Exit function,
which allows you to close the current task.

Edit

The second menu in the menu bar is the Edit menu. The Edit menu
contains the actions that you can use to edit components of the current
object, for example Select, Edit, and Copy. This menu also contains the
Cancel function, which allows you to leave a task without the system
checking and saving the data you have entered.

GoTo

The third menu in the menu bar isthe GoTo menu. It contains functions
that allow you to move directly to other screensin the task you are
currently working in. It also contains the Back function, which allows
you to go back onelevel in the System hierarchy. Before going back, the
system checks the data you have entered on the current screen and
displays adialog box is there is a problem.

In addition to those menus listed above, the following may also be displayed:
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Extras The Extras menu contains functions you can choose to complete
the current object or an object component. These are usually
functions you do not constantly need.

Utilities The Utilities menu contains functions you can perform for the data
you are entering or changing.

Settings The Settings menu contains functions you can choose to set user-
specific transaction parameters.

Sometimes all the available menus will not fit on one line and, as a result, they wrap to
the next line. Whether amenu is on the first or the second line does not affect how you
work with it.

zCustomizing Display Options

Displaying and Hiding Grid Lines in Lists

Y ou can choose to display or hide grid linesin List. You can aso choose between two
types of grid-line displays: regular and three-dimensional (3D)

Thefollowing is an example of grid linesin List:

SearchTerm PostalCode | City Hame 1 fustemer  Cobd
AT SR LK A.l.T. GHEH Thig Jogn
BIHES DRSS CAMDEH ITHE BIKES 5SHOP 1rem Juan
H [k 18T FRESDEH C.A.5. CONPFUTER AFPLICATI 1468 anan
CHRISTHL ANGES HAHHNUER CHRTETAL CLEAR R anan
CYCLES phakly FHILABELFHIA CYCLES IHC. L J0gn

To changethe grid linesin Lists:

1. Inthe Q| menu, choose Options.

2. Select the Colorsin Lists tab.

3. Tohavethegrid linesdisplay in Lists, select the check box next to the Linesin Lists
in the Options box. Thisisfor the regular lines, not the 3D.
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4. Tohideall grid lines (Regular and 3D), deselect the check box next to 3D Effectsin
the Colorsin Formstab.

/ NOTE: For grid lines to appear in 3D both the 3D Effects and Lines in Lists check

; boxes must be selected. Just selecting the 3D Effects check box is not enough.
-

5. To confirm your choices, click on OK (You can click on Cancel to reset the grid line
options to the previous settings) The Options dialog box closes

ZEnabling and Disabling Automatic Tabbing Between Fields

Y ou can determine whether the system should automatically move the cursor to the next
input field when the cursor reaches the end of the current field. Automatic tabbing
(AutoTAB) is useful when you must enter datain many fields and you don’t want to have
to pressthe TAB key to move from field to field.

NOTE: AutoTAB only works at the end of a field. If a field can hold 12 characters
and you only enter 7, you still have to press the TAB key to go to the next input field.

£

To turn automatic tabbing between input fields on and off:

1. Inthe Hl menu, choose Options.

2. Choose the Cursor tab.

3. Toenable AutoTAB, salect the check box next to “ Automatic TAB at Field End”.

4. Todisable AutoTAB, desdect the check box next to “ Automatic TAB at Field
End”.

5. To confirm your choice, click on OK. (Y ou can click on Cancel to reset AutoTAB

option to the previous setting).

ZDetermining Cursor Placement

In SAP, you can determine where you want the cursor to appear when you click in the
blank area of aninput field. You can set the cursor to jump to the right of any text that is
aready in afield by clicking anywhere to the right of the text, effectively treating blank
spaces to theright of any text asif they were not blank. Alternatively, you can set the
cursor to appear exactly where you placeit in the field, whether there are blank spaces or
not.
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If you primarily work in atask that requires entering datain alot of empty input fields, it
is helpful to have the cursor appear at the end of any text when you click anywhere
behind the text. (Thisisthe default setting). Thisway, when the input field is empty, the
cursor will appear at the beginning, allowing the user to freely enter data without
worrying about extra spaces in front of the cursor.

To change the way SAP places the cursor:

1. Inthe "| menu, choose Options.

2. Choose the Cursor tab.

3. To have the system automatically place the cursor at the end of any text in an input
field when you click to the right of the text, select the check box next to “Cursor to
End of Text”.

4. To havethe system place the cursor exactly where you click in aninput field, even if
the input field is empty, desel ect the check box next to “Cursor to End of Text”.

5. Click on OK.

zqeating Screen Shots

There are times when it is useful to have a hardcopy of a screen. One exampleiswhen
you have a problem within the system and have trouble describing the look of the screen
to aremote help desk and it would be advantageous to fax a hardcopy of the screen.

To create the hardcopy:

1. Inthe H| menu, select Hardcopy
2. A hardcopy of the screen shot is printed out at the default printer specified for your
PC.

NOTE: You cannot take a screen shot of a screen with an open dialog box,

because you cannot access the H| menu. However, there is a Windows work
} around. Press the Print Screen key on your PC. This will store a copy of your
L screen into the clipboard. Open MS Word or Wordpad and paste the image that
was stored on the clipboard.
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¢ Working with Sessions

Y ou might want to work on more than one task at atime while in SAP. In this case, you
may create a new session. Y ou can open up to nine sessions and do a different task, or the
same task, in each one. Y ou can move around between the open sessions, and you can
close any session without having to log off the system.

ZCreating a New Session

Y ou can create a session at any time and from any screen in the system; you do not lose
any datain sessions that are already open. Nine sessions can be created. Each session
you createis as if you logged on the system again. Consequently, the system has more
work to do, which can affect how fast it responds to your requests.

Steps for creating a new session:

To create a new session from anywhere in the system, use the following menu path:

Menu path: SYSTEM - Create session

Alternatively, you may click thisicon from the menu bar

The system opens an additional window with the new session running init. The system
places this new window in front of all the other windows on your computer screen. The
new session becomes the active session and will remain so until you either moveto a
different (either pre-existing or new) session.

The following shows the new session window on top of the existing one. Note the
session number in parentheses in the status bar.
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Session 2

Session 1

I-15
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ZMoving among Sessions

Y ou can move easily among sessions. As you move between sessions, no datais|ost.

Aslong as you remain logged on to SAP, you can leave any session for as long as you
like. Movingto adifferent session islike putting a telephone call on hold: you can
resume whenever you are ready.

Steps for moving To a Different Session

One method of moving between sessionsis to use the keyboard shortcut key ALT +
TAB. Using these keys will move you between the open sessions.

Alternatively, you may click the icon representing the session on the taskbar at the
bottom of the Windows 95/98/NT screen.

The most cumbersome method of moving between sessionsis to minimize the
session you are working on to expose the session you wish to move to.

BEnding a Session

After you are finished working with asession, it isagood ideato closeit. Each session
uses system resources and the more sessions open at the same timeisreflected in the
speed that the system is able to respond to your requests.

you end a session, the system will NOT prompt you to save your data. However, if
you have only one session open and you end it, you will log off the system. Before
H logging you off, the system WILL prompt you to save your data.

WARNING: Before you end a session, save any data that you wish to keep. When

1. Menupath: SYSTEM - End Session

OR
2. Click the L& in the upper right corner of the window holding the session you want to
close.

3. Type*“/nex” in the command line (Without the Quotes) and click the Enter icon. This
sequence will NOT prompt you to save your data and ends all open sessions and logs you
off SAP.

When you close one session you will be returned to the previous session.

Version 3 — March 2001 I-16




SAP Overview

¢ Getting around in SAP

In SAP, there are two ways to perform atask:

1. You can select the task from a series of menus and functions. With menus, you can
easily find your application without having to memorize special codes.

2. You can enter atransaction code in the command field. With transaction codes, you
can go directly to atask without having to travel through several different menus.

Y ou can also create or combine functions into a custom user menu. A custom user
menu allows you to quickly find and choose a function, without navigating through
multiple levels of menus.

z Using Menus to Select a Task

After you log on to SAP, you need to choose the application and the task that you want to
work on, then choose afunction to start the task. As you are working, you may decide to
start a different task, at which point you will need to choose a new application and
function.

Using the menus in the menu bar, you can navigate to the application and the task you
want to start, and you can choose the function to start the task. With menus, you can
easily find your application and functions without having to memorize transaction codes.

Easy Access Menu

To choose the application you want to work in, such as HR or Accounting, double click
the appropriate application from the Easy Access menu, as shown below. As you can
surmise from this view, this menu tree, as well as some additional report trees, mirror
what you already know, working with Windows Explorer. The nodes may be expanded
or collapsed as you drill deeper into the structure. It isamore visual way of navigating
through the system.
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Choosing Menus and Functions with the Mouse

Once you have chosen an application, you will be taken to the appropriate SAP window.
In this window, you will see the menu bar as discussed previously. To choose a menu
with the mouse, proceed as follows:

1. Inthemenu bar, click on the menu you want to choose.
The menu opens, and its contents (functions, sub-menus, or both) are displayed
B e as shown here. If the menu contains sub-menus, these are indicated by an
S arrow to the right of the menu item.
Useg ol To choose a sub-menu item: From the menu screen click on the sub-menu
. that you want to choose. The sub-menu opens next to the original menu
and its contents are displayed.

On the open menu or sub-menu, click on the function you wish to choose.
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The displayed menu and any sub-menus are closed and the function you chose is
performed.
Canceling a Menu or Sub-Menu Choice

1. Click on any area outside the menu or sub-menu and the displayed menu and
sub-menu are closed.

Steps for Choosing a function from a Menu or sub-Menu:

Shortcut: choosing functions from the Toolbars

Depending on the task you are performing, certain buttons will be available in the
standard toolbar and in the application toolbar. These buttons have various functions
such as Save, Display, Enter or Exit.

A typical application toolbar is shown here:

[ = tidsiilay 191 Stastor Dabd ~lmi =l
&I T H Qe JHE DULAe ORI <«— Standard Toolbar
o 2

<4— Application toolbar

To choose a function with one of these buttons, simply click on the appropriate button.
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ZJumping Directly to a Task with Transaction Codes

By entering a transaction code instead of using menu paths, you can go directly to atask
and start the function in asingle step.

Note that not all transactions codes in HR will take you directly to an input screen. Some
transactions codes will take you to a beginning screen, for which you must make some
choices before being taken to the appropriate input screen.

What is a Transaction Code?

A transaction code is avariable length character code that takes you directly to the screen
for the task you wish to perform. For example, say you are working in the Personnel
Management application and your task is to display a master record. Y ou can use the
menu paths to display a master record, or you can use transaction code ME11 —the
transaction code for creating an info record in the Procurement section of the IR Retail
application.

Y ou can use a transaction codes to go to tasks in other applications, not just the one you
areworking in. By using the correct transaction code, you could go from atask in the
Personnel Management application to atask in the Organizational Management
application.

Each function in SAP has a transaction code associated with it. A transaction code
consists of letters, numbers, or both. “PA70” and “PPM_OLD” are both valid transaction
codes. You enter transaction codes in the command field.

Command Field
™ Display HR Maste
HR maskter daka Edit Goko  Ex LItilities  Settings  Swske

“ealll I meae

Before you can use atransaction code, you have to find the transaction code for the task
that you want to start. Then you use the transaction code to start that task.
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Finding the Transaction Code for the Task You Want to Start

There are anumber of ways to determine the Transaction Code for the process that you
wish to start. Two of the easiest ways are as follows:

First, when you first open the SAP system and the tree structure is shown, by clicking the
Settings menu item and making sure that “ Show Technical Name” is checked, the
transaction code for the individua process will be shown on the tree structure at the
lowest level. Thisisshown on theillustration below. For example, the Transaction code
for Display Master Data is PA20.
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In addition to this method of determining the Transaction Code for a particular procedure,
you may also click the drop-down arrow located on the status bar at the lower right
corner of the screen. The pop-up window will aso list the Transaction Code.

‘54AF data

- Repoziton data

Trangaction W
Frogram [zcreen) W
Screen number W

Pragram [GUI] W

G ztatusz HEH
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Also, once you open the procedure through the transaction codes or through the menu
path, you may click the System menu and the Status subdirectory for the transaction code
information.
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In addition to this simple method, once you open atask through the menu paths or
transaction codes, arecord of thisis stored within the command field control and can be
accessed by clicking on the dropdown arrow.

(Thisis called the Possible Entries arrow)

Office  Logistic:  Accounting  Human resources

1. Click on the transaction code “ v | = W |
you want to use to highlight it. “— /rex -
Diynar /i
2. Pressthe ENTER key or click the Green i
Arrow. spaﬁn
ac
Anzpra

Entering a Transaction Code

Once you have found the transaction code for the task you want to start, you can enter the
code.

1. Placethe cursor in the command field. Do this by clicking in the field with the

mouse or by pressing CTRL+TAB.

2. Enter /n (to end the current task) followed by a transaction code. For example, for
transaction code “fd01”, you would enter “/nfd01”

3. Pressthe ENTER key or click the Green arrow.
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z Using the Favorites List

One of the more productive ways of working within SAP isto use the Favorites
procedure. Asauser works within the system for some time, they will find that they are
using the same transactions over and over again. The system has a built-in method of
gathering all of these dissimilar URL’ s (web pages), documents and procedures into one
arealabeled Favorites.

There are many ways to add to your Favoriteslist. One of the easiest isillustrated below.
In our example, the user is Personnel Specialist whose main efforts are directed in the
Personnel Actions entry procedure. By clicking on the PA40 — Personnel Actions node
under the path Human Resources > Personnel Management > HR Master Data, the user
can “drag and drop” the node on the Favorites folder on the tree. When this user logs on
and exposes the Easy Accesstree, they can click directly on the PA40 Personnel Actions
node in the Favorites folder and go directly to the opening screen within this procedure
without traveling through the entire menu path.

Asyou can see, the PA40 — Personnel

et s SRS SRS Actions node in the full path has been
= | . dragged and dropped on to the Favorites
EE{ =T Hcae QNK folder at the top of the tree.
_['l:ﬂ- - . .
S Faerine . =|  Alternatively, when you are working in
b ki a procedure and would like to add it to
# [ e your personal favorites listing, you may
i :I"“:m use the menu path as follows. SY STEM
B3 Human Fesiastas > USER PROFILE > EXPAND
2 FRMDT  Manimgm's Dbl FAVORITES. By clicking on Expand

=128 Feiadinsl M snagsinen

Favorites, the procedure that you are
working on is added to your favorites
folder. By going back to the Easy

= Al S

i Ph - Wseisn :

33 PACH - Dy Access tree structure and checking the

7 PATD - Persorre F contents of the Favorites folder, you

st PO may verify that the procedure has indeed
F-— [1 Inls Syitem been added.
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The third method of maintaining the Favorites list isto use the Drop Down Favorites
menu on the top menu bar. From this drop-down menu, you may Add, Change, Move
(Up or Down in the hierarchy), Delete, Insert afolder into the tree structure, Insert a
transaction and Add a Web address or file.

M CAP Easy Access SAP RB/3 System
Menu  Edit I% Extraz  System  Help
G | Il_ Ad Chl+Shift+F B

Change Clrl+Shift+F3 | a
L | tave b la | K
Delete S hift+F2 —

£ Far
Inzert folder Ctrl+Shift+F5
[nzert tranzaction Ctrl+5hift+F 4
Ea
Add Web addresz or file  Chrl+Shift+F 7
- T

Thisisavery valuable tool within the system. This putsall of your commonly used
procedures, transactions, reports, etc. available to you with a minimum of mouse clicks.
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¢ Entering Information

ZEntering Data in Fields

Most of the tasks that you will perform in SAP involve dataentry. Typically, you enter
datainto the systemin fields.

What is a Field?

A field consists of afield name and field data. Field datais a single unit of information,
such as a customer’ s name or account number.

Most screensin SAP contain fields in which you enter data (Input fields) or that provide
information to you (Display fields).

Field data varies in length and, correspondingly, input fields vary in length. The length
of an input field determines how many characters you can enter in the field. The length
of the rectangular box indicates the length of the longest valid data entry for that field. In
this example, the longest valid entry is three characters. I"_

ZSwitching Between the Replace and Insert Modes

When you enter datain Input fields, two methods, or modes, for entering data are
possible: Replace and Insert. In Replace mode, you type over data (if thereis any) that is
to theright of the cursor. In Insert mode, any data to the right of the cursor is moved to
the right as you type.

In the standard system, the entry mode is set to Replace. Typically, you use the Replace
mode to enter data into Input fields. However you may switch between the two modes by
pressing the “Insert” key. Thisisatoggle that switches between thetwo modes. This
means that the mode changes each time you press the “Insert” key.
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ZTyping Data into an Input field

In the standard system, when you place the cursor anywhere in an empty input field, the
cursor jumps to the beginning of the field, making data entry easy.

Steps for Typing Data Into an Input Field.

1. Click anywherein the empty input field, the cursor jJumps to the beginning of the
field.
2. Typeinthe data

If the datafills the input field, the cursor automatically moves to the next input field.
Otherwise, the cursor remainsin the input field until you press the TAB key to moveit or
you click on another input field.

zmsplaying and Using Possible Entries for an Input Field

If you are not sure what the valid entries are for an input field, you can display alist of
possible entries for that field. From that list, you can then select an entry to transfer into
the input field.

Not al input fieldshave ~ Customer |

lists of possible entries. Company code I

Y ou cannot determineif a

list exists until you place the cursor in the input field. The only exception to thisisfor
input fields that allow search help entries — these input fields have a small triangle in the
lower right corner, indicating they have possible entries lists. (Note: the Customer Input
Field above). Once you have placed the cursor in an input field, a possible entries arrow
appears to the right of thefield, if possible entries exist for the field.

Cuztomer

|
Company code II |EI <

Possible Entries
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Steps for Displaying Possible Entries

1.

Fersonnel mio.

Click on the dropdown arrow. A dialog box appears with alist of possible entries for
thefield. Anexample of thistype of dialog box appears here.

Dropdown Arrow

e

| Spersonnelmamber x|
" Pers.1D modifier 10 =
I e er P < B Start date | End date e
Eﬂi':l'lilil'i AOEBELT R | 8BS | 12039 0
BHZTROSTE BOEEETPT 18/ 16, 1988 | 12531 79900
oI 22T 26 BORREEI2 1172071968 | 12731 /79900
S22 3N 0ORRESes /SRS | 1253779990
L5l e il 1 ARRBEES: M/ P5R | 12739 700040
B 20nE138 BORRERST 89 /A0S 198 | 12531 79900
B1F2 1234 BORRERLEY 81/ 011958 | 12731 79000
726 nes DORREENT 1278271920 1273779999
P1PR11Z 09 NNRRBLEN MR 195N | 1253779000
BF2n@BaET AEBBEZ1H | Bh 11 /1972 | 12031 F£0000
BFESLE319 BORRESES B4/ B3/ 1950 | 12731 79900
D&ENAL? B5D 0ORRES2s 19/ 881983 | 12731 79900
AT T ARLG NORRRSNT BN ZTSARER | 1253779909
YOS £ e AOBBEPET 18/967 1988 | 12731 9500
BES TS TES BORBES0E 81/ 81,1958 | 1253179990

2. Inthelist, find the entry that you want. If thelististoo long to display in the dialog
box, you may have to scroll up and down to find the entry that you want. Y ou can
use the scroll bar to do this.

3. Click on the entry and press ENTER, or smply double click on your choice.

The dialog box closes, and you return to the screen you were working in. The data that
you selected for the possible entries list now appearsin the input field.
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ZChanging Data in an Input Field

Changing datain an input field can be done in various ways. The most straightforward
approach isto switch the data entry mode to “ Replace” and type over data already in the
input field.

you cannot change or delete data in these fields. Input fields that have the same color

/ NOTE: Some input fields contain data that is for display purposes only; consequently
# background as the background of the screen contain data that you cannot change.

1. Makesureyou arein Replace mode (OVR in the status bar). If you are not, simply
press the INSERT key to switch to Replace mode.

2. Placethe cursor at the point in the data where you want to start typing.

3. Typeover theold data. You can usethe DELETE key to delete data to the right of
the cursor.

To change other input fields, repeat steps 2 and 3.

ZMoving from Input Field to Input Field

To move the cursor from input field to input field in SAP, you can use the mouse or the
keyboard.

To move to another input field using the mouse, simply click in the field where you wish
to move.

To move the cursor to another field using the keyboard, use any of the following keys:

Key Moves the Cursor to

TAB moves the cursor to the beginning of the next input field.

SHIFT+TAB moves the cursor to the beginning of the previous input field.

! Moves the cursor to the beginning of the next input field or next
line.

1 Move the cursor to the beginning of the previousinput field or
previous line.
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In standard SAP, the cursor automatically moves to the next input field when it reaches
the end of the current input field. Thisfeatureis called automatic tabbing. (AutoTAB) It
is useful when you must enter datain many fields and you do not want to always have to
press the TAB key to move from one input field to another.

ZRequired Input Fields

When you work in SAP, you will often encounter fields with a question mark (?) in them.
Theseinput fields are called required fields. An exampleis shown here.

I? Required Field

If the screen you are working on contains required fields, you must enter datain those
input fields before you can proceed to the next screen in the task.

When you click on OK to proceed to another screen, if you have not completed all the
required fields on a screen, SAP will display an error message in the status bar. At the
sametime, it will place the cursor in the required field so that you may make the
necessary data entry.
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ZEnding A Task

After you have completed atask, you will want to end it. Sometimes, you might want to
end at task without completing it.

To end atask:

1. Inthemenu bar, click on &3

2. If you have already saved the data, or you haven't entered any data, the system ends
the task and returns to the initial screen of your application.

If you entered data while working on this task, but did not save it yet, the
system displays a dialog box prompting you to save your data. Y ou have the
following options:

» Click Yesto save the data and end the task.

* Click Noto end the task without saving the data.

¢ Click Cancdl to return to the task.
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z Entering the Same Data Repeatedly

When you want to create a group of objects (say, a group of purchase orders) that contain
similar data or the same data, you can use the functions Hold data or Set data.

Suppose you want to enter 20 purchase orders (PO). Each PO has the same delivery date,
and the ordered goods will be delivered to the same plant and storage location. Instead of
entering the same data 20 times, you can enter the data in the input fields once and “hold”
it on the screen. Then, every time you create an invoice, the system enters the same data-
the held data-in the appropriate input fields.

The most important difference between Hold data and Set data is that when you use Hold
data, you can change the held data when it appears in the input fields; when you use Set
data, you cannot. For example, if you are entering invoices, suppose the date and
document type is the same for most of the invoices, but not all. 1f you use Hold data, you
can change (that is, type over) the date and/or document type for the few invoices that
differ. If you use Set data, you cannot change the date or the document type for those
that differ.

Using Set data also has an advantage, however. When you use Set data, the cursor skips
over input fields with held data, so that you don’t have to always press TAB to move to
the next input field.

Y ou can hold or set datafor as many different screens as you like. The data you enter
and hold/set on a screen is held for that screen until you delete it or until you log off the
R/3 System.

Steps for Holding Data on a Screen

1. Onthe screen, enter the data that you want to hold in the input fields.

2. From the menu bar, choose System — User Profile. The User Profile menuis
displayed.

3. From the User Profile menu, if you want to hold data with the ability to change it,
choose Hold data.

From the User Profile menu, if you want to hold data with the ability to automatically
skip fields, choose Set data.
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Steps for Deleting Data Held on a Screen

1. Go to the screen that contains the data you wish to delete.

2. From the menu bar, choose System - User Profile — Deletedata. Thedatais
deleted. The next time you access the screen, no held data is displayed.

Version 3 — March 2001 1-32



SAP Overview

Typical Tasks: Overview

What Are the Steps in a Typical Task?

In the R/3 System, atask consists of one or more screens on which you enter data. Some
typical tasks might be creating customer master records, entering invoices, or creating
journal documents.

To perform atask in the R/3 system, you typically perform these steps:
1. Choose the application and task you want to work on. After you log on the R/3

System, you choose the application you want to work on and the task you want to
do. You can use the menu paths or the transaction codes. (See aso Chapter 2)

M SAP Easy Access SAP R/3 System

kenu  Edit Fawartes Extraz  Systemn  Help

@ Heeee/anEanan
‘ (& [ | E::’| & Other menu |<E| & | v A | [ Create menu | F3H Assign users
(23 Favarites -

25 SAP standard menu

(23 Office
(L3 Logistics
——F &ccounting

=3 Financial Accounting
= General Ledger
23 Document entry

% F-02 - G/L account posting
) F-65 - Park document

e BN - Back itk clazrina

2. Enter dataon theinitia screen of your task. Each screen contains Input Fieldsin
which you enter data. Some fields require entries, others do not. All fields that
display a‘question mark’ require an entry.

= Epen G Account Poeteg Hesder Daka

[ocument Edt Goto Esbae  Sefing:  Epposment  Systern  Help
@ | NGOG 2K anaa B
Held documerd  Acl scpgnml madel.. GO dem bxd ey Pogd wilh seleierca

Do umert date [7 ¥ Tipe [sn Compary code E

Pusting date 05/22/2008  Peiod [

Fefeerce |
Dioc hesder et |

1-33 Version 3 - March 2001



Retail (MM)

3. Go to the next screen by clicking the green arrow Y o pressing the Enter key.
When you go to the next screen, the SAP System temporarily stores the data you have
just entered.

4. Enter the data on the next screen of your task. Y ou may return to previous screens to

make changes by clicking the left arrow k(—:‘y| & , YOu can skip screens that are not
required, and you can go to arelated task to get information or to complete additional
screens.

5. Repeat steps 3 and 4 until al the screens that make up your task are compl eted.
=)

Saveicon.

6. Saveyour datafor the entire task by clicking on the

z Choosing an Application and Task

After you log on to the SAP System, you need to choose the application and the task that
you want to work on. In the SAP system, there are two ways to move around between
applications and tasks. One way isto choose a series of menus and functions (also known
as navigating). The other way isto enter a transaction code in the command field.

With menus, you can easily find your application and tasks without having to memorize
special codes. With transaction codes, you can go directly to atask without having to
travel through several different menus.

Y ou can aso combine or create functions in menus into a custom user menu. A custom

user menu alows you to quickly find and choose a function without navigating through
multiple levels of menus.

z Entering Data on a Screen

Most of the tasks you perform in the R/3 System involve data entry on a screen

Steps for entering Data on a Screen

1. Enter datain all the appropriate input fields on the screen.
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2. PressENTER to have the system check the entries and proceed to the next screenin
the task.

The system checks your entries. If the system finds any errors, for example, entriesin
the wrong format, it displays a message on the status bas and positions the cursor in
the field that needs correcting.

If the system does not find any errors, the next screen is displayed.
3. If the system found errors, change the incorrect entries.
4. When you are finished making changes, press ENTER.

The system checks your entries again. Repeat steps 3 and 4 until the system
does not find any more errors and the next screen is displayed.

z Canceling All the Data on the Screen

To cancd al the data you just entered on a screen, proceed as follows:

Click on @ or choose Edit — Cancd

The system removes all the data on your current screen, closes the current screen, and
returns you to the previous screen. Depending on your situation, the system may also
display a dialog box prompting you to confirm your action.

z Saving the Data on a Screen

When you are working on atask that consists of several screens, the system temporarily
stores the data that you enter on each screen. After you complete all the necessary
screens in your task, you need to save your data.

Click on the Saveicon _. ...... or Press function key F11 or if you are doing atask for the

first time and you don’t know which screen isthe last screen; the system will prompt you
to save when you reach the last screen. If you are on the last screen and you press
ENTER instead of choosing SAVE or POST, a dialog box appears. The dialog box
prompts you to save your data.

1. The system processes the stored data and saves it in the appropriate database.
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z Moving Through Tasks

When you are working in atask, you can use certain menus and functionsto go to other
screens within your task, as well asto screensin related tasks.

To find out which other screens and related tasks are available from the task you are
currently working in, check the GoTo, Extras and Environment menus in the menu bar.
The contents of these menus change depending on the task that you are doing.

Y ou use the GoTo, Extras and Environment menus to go to different areas, as described

in thistable:

UsethisMenu

For this Purpose

GoTo

To move among different screens within your task.

Often you do not need to complete every screen in your
task, or you might want to return to a screen to make
changes

Extras

To access additional information and fields

Sometime you need additional information to complete
ascreen. Or, you may need to complete fields that are
used less frequently. Fieldsthat are used less
frequently appear on screens that you access from the
Extras menu.

Environment

To goto arelated task

Often when doing atask, you need to do arelated task.
The related task can be either in your current
application or in another. For example: you might be
checking an invoice and you might want to compare it
to the purchase order (Purchasing Application). From
the Environment menu, you can display the purchase
order, check the data on it, and then return to the
invoice.

;'/ Note: Depending on the application, you can often proceed from one screen to

the next simply by clicking on

v

or pressing ENTER. Thisis not possible if there are

any required fields on the screen that still need entries, however.
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z Ending A Task

After you have completed atask, you will want to end it. Sometimes, you might want to
end at task without completing it.

To end atask:

&

3. Inthe menu bar, click on

4. If you have already saved the data, or you haven't entered any data, the system ends
the task and returnsto the initial screen of your application.

If you entered data while working on thistask, but did not save it yet, the
system displays a dialog box prompting you to save your data. Y ou have the
following options:

» Click on Yesto save the data and end the task

» Click on No to end the task without saving the data.

¢ Click on Cancel to return to the task.
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Background Processing System: Overview

Overview

Y ou can use the SAP background processing system to have the SAP System do some of
your work for you. In background processing, the system automatically runs any report
or program that you can start interactively.

You tell SAP what you would like to have it do by scheduling a background job in the
background processing system. A background job specifies the ABAP/4 report or
external program that should be started, together with start-times and printing
specifications.

When your start-time specification is satisfied, then the background processing system
starts your job and runs the program(s) that you specify. You can later check whether the
job was carried out successfully and display alog that traces the job execution.

Advantages of using the Background Processing System

The advantages of using the system are as follows.

* Running areport does not tie up one of your sessions with the R/3 System. When you
run areport interactively, the session in which you are active is blocked from further
input for as long as the report runs. In background processing, the report is started in
the background, by the R/3 System itself. Running the report in this manner has no
influence on your interactive work with the R/3 System.

* You can shift the execution of reports to night time or other periods of low load on
the R/3 System. Y ou can schedule areport or external program to run at any time
that the R/3 System, is active. Y ou can a so schedul e automatic periodic repetition of
the job.

» Background processing is the only way in which you can execute long-running jobs.
If asingle ABAP/4 report runs continuously for more than five minutesin an
interactive session, then the R/3 System terminates the report automatically. Long-
running ABAP/4 reports can be run much more efficiently by the background
processing system. Often, such reports are automatically scheduled for execution in
the background system and therefore do not require your scheduling.
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To Reach the Background Processing System

The table below shows the usual three ways in which you can reach the background

processing system.

In the first two ways, you must actively decide to schedule a program for execution by
the background processing system. In the third situation, the R/3 System takes care of
scheduling the background job for you.

Scheduling a Background Processing Job

Where you are

How to schedule a program

What happens

In the ABAP/4 editor:

From the editor, you can
start ABAP/4 programs and
reports either interactively
or in the background
processing system.

Choose Program —
Background

The system presents the
ABAP/4 job scheduling
screen.

Y ou can schedule an
ABAP/4 program to run
in a background job.

Elsawherein the R/3
System:

Y ou would like to schedule
an ABAP/4 program or
external program as a
background job

Choose System - Services
— Jobs — Definejob

Thisisan aternativeto job
scheduling viathe ABAP/4
editor.

The system presents the
standard job scheduling
screen.

Y ou can schedule an
internal (ABAP/4) or
external program to run

In an SAP application:

Often, long-running reports
are automatically scheduled
for background processing.

When you choose such a
report viamenu or function
key, the SAP application
gathers the required
information from you and
then schedules the job.

The SAP application
schedules the report asa
background job for you.

Your program is
scheduled to runin the
background processing
system.
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z Schedule a Background Processing Job

Scheduling a program on your own for background processing

Create session
End session = | @
U ser profile »
d  Heporting
Utilities » ABAP guery
List ¥ Dutput conkraller
W orkflow » Table mantenance ¥
Links Batch input 3
Private notes East entry 3
Dy spool requests Direct input
Oiwn jobs CaTT 3
| Define job I
£ Job overview Dueue
Log aff SAP Service
R/3 Meldungen
Appointment calendar
Miffina

1. Start the job scheduling function.
2. Choose System — Services — Jobs - Definejob to start the standard job scheduling
function of the background processing system.

For ABAP/4 programs, you can also schedule ajob viathe ABAP/4 job scheduling
function. From any report selection screen, choose: Program — Executein
Background.

Both job-scheduling functions offer the same services for scheduling ABAP/4
programs as background jobs. However, if you need to schedule an external program
as a background job, then you must use the standard job scheduling.

3. Fill out the job scheduling screens. Specify the program to be run, how output should
be handled, and when the background job should start.

4. Savethejob. When you see the “job saved” message, the job has been accepted by
the background processing system. The job is then scheduled.
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5.

/
- Note: A job that has been scheduled can’t run until it is also released.
Thisrestriction applies even if you specify an immediate start to the job.

If you have the necessary authorization, then your job is released automatically when
you schedule it. Otherwise, your system administrator will release your job for you
so that it will run.

Check the status of your job. Choose System - Job status.

z ABAP/4 Job Scheduling

The ABAP/4 job scheduling function offers asimplified way to schedule a job:

1.
2. From the next screen you may set the printer options for output from the report. 1f

From the menu path: Program > Execute in background

you do not set printer options, the system uses the options saved with your user
account.

Choose Execute immed. to have your job started right away or choose Schedule to
have the job started at the time and date that you specify. Thisis also the place where
you specify that the job should be restarted periodically. Refer to the following
sections to read about the procedures for correctly scheduling areport to be runin the
background.

z Standard Job Scheduling

Use the standard job scheduling function:

1.
2. Click on Start time to choose a start time for your job. Then save the start time and

On the first screen, identify your job

return to the first screen.
Each of the start time options offers a Check function. Y ou can use this
function to seeif you have entered avalid start specification. Several of the
start time options aso let you have your job automatically repeated.

Click on “ Steps to specify the program to run” in your background job. Then, save
your program specification and return to the first screen.
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2. Saveyour job. When you see the “job saved” message, your job has been accepted
by the background processing system. It's scheduled for background processing.

z Identifying your Job

On the job identification screen (Define background job), do the following:

1. Enter aname for your background job. Y ou can choose any hame you wish; the
name makes if easier to check on the job status.

2. Enter apriority classfor your job. Enter “C” (normal priority) unlessthejob is
extremely urgent.

3. Leavethe Target Host field blank unless you are sure that your job must be run by a
particular SAP application server.

z Choosing a Start Time

To pick astart time.

1. Choose a start time option. Usually, you'll just want to choose Immediate start or
Date/time; to have your job started at a particular date and time. 1f you need them,
however, al of the choices shown in the listing below are available.

2. Provide any additional information the system asksfor.

3. Savethe start time. Y ou can then return to the job identification screen.

Start Time Option More Information

Immediate Y our job starts as soon as you save the job definition.
For jobs that are repeated automatically, you can set Restrictions on
future start dates. Example: Only run the job on workdays.

Date/Time Your job won't start until the date and time that you specify.

Y ou can al'so do the following:

» Defineastart-time window. Y ou can set a date/time after which
your job should not be started, should the start be delayed.

*  Forjobsthat are repeated automatically, set Restrictions on future
start dates.

After job Y our job starts when another job that you specify has been compl eted.

You'll need to find out the name of the other job before you choose this
option. You can display jobs that have been scheduled with System —
Services - Jobs — Job overview.

Mark Start Status Depend, if your job should start only if the other job
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was completed successfully.

After Event Y our job starts when the event that you identify occurs. Choose from the
available events with the Possible Values arrow.

An event isasignal to the background processing system that
something has happened.

At Operation Mode Y our job starts when the operation mode that you identify becomes
active. Choose from the available Op modes with the Possible Values
arrow.

>> Start on Work Day | Your job starts on a particular workday of the month.
On an extra screen, you may specify:

* The SAP factory calendar to use to find out which days are

workdays.

The workday on which your job must start.

The time of the day for the job to start.

Do Not Start Before: The date the job may be started.

Whether to count the workdays from the start or the end of the

month.

»  For automatically repeated jobs, the number of months between
repetitions.

z Specifying the Program to Run

On the “job step” screen, tell the background processing system which ABAP/4 program
or external program to run.

For any ABAP/4 program, you can aso specify how any print output should be treated.
Hereis how to fill out the screen.

1. Inthe User field, you will see your name. Enter another name if the program should
be run under the authorizations of another user.
2. Click on ABAP/4 or on External program to enter the name of the program to be run.

» For an ABAP/4 report: Enter the name of the report. Y ou may also pick out avariant
from the variant list.

» Inthe Language field: Specify the language to use for the output of the report.

* With Print Specifications. Y ou can tell the system how you want to output to be
handled; printed immediately or held in the print spooler.

* With an External Program: Enter the full path name to the program, any arguments
that are required, and the name of the host system where the program is to be run.

» With control flags. Specify how output from the external program should be handled.
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1. Savethejob step and return to the job identification screen.

z Checking on the Status of a Background Job

Y ou may check on the status of any background job by choosing System — Services —
Jobs — Jobs overview from anywhere in the system.

» Atthe Top of the Job Status Screen, Y ou see the status of each of your background
jobs, including the number of jobs scheduled, the number still active, finished, etc.

* Inthe Middle of the Screen, Y ou will see any of your jobs that are active (currently
running). Cancel interrupts an active job, abnormally terminating the report.

» At the Bottom of the Screen, Y ou will see any jobs that were cancelled (ended
unsuccessfully because of aproblem). You will see them listed at the bottom of the
screen. Press Log to open the processing log indicating to you what went wrong with
the job.
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z ABAP List Viewer (ALV) Grid Control

One of the new features of SAP 4.6 system isthe ABAP List Viewer (ALV) which
standardizes the use of certain reports in the SAP system. At thistime, not al reportsin
the SAP system use the full range of ABAP List Viewer functions. Also, some reports
use special functions that extend beyond the normal range of the ALV.

The following tableslist the ALV functions with thelr respective icons.

Function

Fullscreen
mode

Choose detail @
Find [H]

Sort:
Ascending order

Descending arder

Set and delete filter

Display and delete totals

S EG

Display and delete subtaotals
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Choose display wariant B Choose

Change current display variant

Save display variant [ Save

ABC analysis [ aBC

apreadsheet

Word processing

m@mtl@

Print list

Print preview Print preview |

Send list E

Save list as local file

There are some magjor advantages of using thistool. The ability to sort and filter exactly
the records that you wish to seeis afeature that is now part of thisviewer. For example,
the report excerpt below shows two states of a check register listing. Thefirstisan
unsorted view.

MR M) TECASUEY Check regisier
W11 ngkan
Lamfpanyg code THOS
Bank MBDIS HATIDHSEAMK, HA
Bamk keys BO111Z7 88
Accomnt Ho. A7 AVYRLL2TY
Check
Check number From to Faymenk Pant date Cwrr.| Aeowunt pald (FC) Becipientfuvedd re
RLE LI BRBUBNBHNG | #F/ 11999 (USD §7 .32 | DARID ELLIOTT WES
R LG ERRNANRHE | FF 001999 USD E& 6 4tk 50 EOREEY BHUHSOH J&
LRI TR BH0A NSO | @R 001990 USD SHO, 08 LOME DIAHE DEANGE
1 anandnag AEROR NSy | #0100 USE SR, A% JAMELLE WOWELL J&
1 RhRENSNRS AENARASNES | @9/ 021980 (1S 5, W0, 08 SUE TODE ATLAHTIE
10ananBnes BEONOANBNLS | @9/ 02 /1090 USD 6,.616.50 ELATHE DIETZ HAYP
1 0anBnBOnG SDNNANBORG | @9/ 0271999 (USD 797 .58 O5C [5W) PATRICHK
1RanBnBERT ERDNDNBORT @R/ 021999 USD 594,00 AHERICAH THERTER
10aNEHBEE BRBUAOBHRY @9/ 021999 (USD LA PG SOMHY'S BED JACHS

Version 3 — March 2001 1-46



SAP Overview

The second shows the sorted report. In this case, we sorted it in descending order based
on the check totals. To accomplish this sorting by the amount of the checks, we did the
following:

» Weclicked in the column heading we wished the records sorted by. In our example
this was the Amount paid (FC). By clicking in this column header, the background
shading of the column was removed.

* Wethen clicked one of the sort icons (Ascending or Descending) located on the

Application toolbar | . We clicked on the Descending Icon (Left) to arrive at
the display below.
HWRE ) TREASUAY Check regisier
Hillimgton
Company code 7900
Check number From tao Faynont Pmnt date Cwrr.| @#eownt paid (FC)} Recipiemtfuedd rea
1 BHANAR 2 S@OIANILAT |81/ 282008 (USD 141 800,08 WALT DISHEY ATTHAC
TEH0Ra0nF2 N BROPR0IE0Y @200 2008 U5 121,537 .97 DFas OPLOC SAH DIE
LR TN BSNPRNEE0n (10181000 (IS0 75 600,08 COMMAHDER HaUY REG
1 BAARES T BNIARRGST | &2 /44,2008 (USD &0 4 &5 DFAS SAH BIECD CA
1 BNOAEEYT SBNIAETZNE |11/ 08,1990 (USD &6 WlE B UMERELLE FOOD SYST
1200BET T SBN0OEIAT | 11/18/1999 (USD &1,421 .54 COMMANDER HAUY REC
1BnpanE 6% SBNDANE1AT | B9 17 L1999 (USD &0, 080,08 GLEMY SMITH PRESEN
1BRANIS2 ¥ SBHDAN? OuH | 127 01,1999 (05D 53, 4lE. 20 DEAS SAM DIECD CA
AL TTRES T BRRERIT IS (190051990 (USD £, 020,08 HAYY RETALE AMB %L

By checking the tooltips connected to the icons on the toolbar, you will be able to
determine the functions available in the ALV for the viewed report. (Slowly move the
mouse over the icons to expose the tooltips)

@ | wmc@ea DHR ODLOO BE @
M4 p M SEF AT M Mchoos FBsee B % TEEFO Ceec H

Subtotaling and totaling columns are also very easy with thisnew ALV. The following
excerpt shows the check register subtotaled by the Payment Date field. To accomplish
this simple task, we performed the following steps:
* Wefirst determined that we wanted the check register subtotaled by the
payment date.
* Wethen clicked in the column header row titled Pmnt. Date. This removed
the background shading temporarily letting us know that we had indeed
selected this column.

o

* Wethen clicked once on the subtotal icon on the application tool bar and

the following screen display appeared.
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HUH HO THERLUEY

Check register

Hillimgton
Conpany code TYA@
Check number From Lo Faypmnent Pant date Curr.| Asount paid (FC) Recipient/w
QLR e SHHABBRINGT | B9800 /9999 USD ShE.LS | JAHELLE HOW
1 BDad@dnz BOBAGRDmO | & 0151999 USD S08. 00 |LOHE 0IAHE
1RBDOAAREN BNONAARBE0D | B9 011999 USD 7,32 |DAUIR ELLID
- 0 e L L F o0 4r
1 BhE 8BS ROBa8A0mas | & 021999 USD 6, 616.50 ELAIHE DIET
LT ROOAARBO0S | B9 0271999 USD 5,008,808 SUE TORD AT
1RRINAaR RS ENNARBRDNE | B9 02 S1PRT USD ESh 2% | SOHNEY "5 BB
1RBDEaaBnF ROBAAADIAT | &9 A2/ 1999 USD SOh. 00 |AHERICAN TH
1 RBDOAARDG BOOAARBNOG | @9 0271999 USD 232.50|05C (SW) PA
L RSN AR NED 13,790 .25
o TR R R AR A | SRS PanaE | TR Wl AAA A EWTICBEAl

One of the other options available while using the ALV is the ability to save thelist to a

local file. The user may do this by clicking thisicon
Application toolbar. By clicking on thisicon, the following window appears offering
various formatting choices for saving this report to alocal file. Y ou may save this report
initsoriginal unconverted format, or as a spreadsheet, or in Rich Text Format, which also
saves all the original formatting or asan HTML file which allows the use of Internet
browser technology (Internet Explorer or Netscape)

- Save list in File_..

I wikiich farmat should the list

be zaved

I Sp

readzhest

("1 Rich test Format
1 HTML format

¥

located on the right side of the

[

In addition to the options listed above, using another icon on the Application Toolbar ™,
will enable adirect copy into a spreadsheet and expose the following pop-up window.
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rod aken nin account

Ll

This information pop-up window informs the user that any sorting criteria and/or totals
and subtotal s that have modified the look of the report with SAP will be ignored when
copied to a spreadsheet. Click the Green check mark continue icon.

-5 Eyport list object to XL Ed

A =L st object iz exported with

B347 lines and ¥ columns

Fleaze choosze a proceszzing mode;

{1 Stare in S4Poffice
(" Store az PC file
(1 Excel 54F macros

{1 Excel pivat tab.

x|

Thiswindow explains the scope of the file to be copied and allows the user to choose a
processing mode. The most useful processing mode to the mgjority of the MWR/VQ
users would be the item checked the “ Excel display”. By clicking on the Green check
mark Continueicon, the file is displayed with Microsoft Excel and can be manipulated
and configured as aregular Excel file including sorting, cross-tabulating and producing
chartsand graphs. Hereis an excerpt of the same file within Excel.

e (& Ye= juwi Fpeat Jab Gals s i

D @y e T AE oLl e o - O
" sws B EEEE AR, WA ER -S4
: . T ——
1
L] ITIEREAN] TREEAT | [AWT: FLLIITT VeI THMGTER A
1 || NOCONNENT || RO FRUREON ACHSORALLE M
i | NEEE ICOENNND HSNEN  LOHG DUSHE DRAHGE FAR I
§ | CONNIITY RN JAKPLE WTATLL SRS OHVILE Pl
| OO NCONNTT VRN U TOE ATLARTIC BCH
T | LS DCONNENY: RSXFNE ELARE THETT LL&YPORT F1
L e NIOENNE: HRAAE DS (FA] PATRICH W SAMS KMATRORT |
| OO IO KD AMTRICAN THEATES ARTSE FOR YOLITRLACELPFLS, PR
10l | (EEEE NIOEIIE WD SOHNTT RID SCFEORALLE 1L
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The use of afilter to specify acertain criteriato be part of the report request is another
very useful feature of the ALV. To usethisfeature, first click on the column(s) headings
that you want as part of the filtered report. These choices result in the shading being
removed from the header. Then click on the Filter icon on the left side of the Application

tool bar E This opens a criteria selection window where you can further narrow the
scope of the desired report. For example, we are going to narrow the payment date

selection to arange of 12/01/1999 to 12/31/1999 as shown.

bf [ Jox Qe Spdwn e a

L dMcoe JHE seasNE A
M4 P M T AT (5 Soem B BHEAY PAED Do B

S Wy EERTRRY
i Lkl gten
CeEgaay code TRl

Ersil PRglaTe

Hanm WNI1E
Har@ Reys

AECaimnE Ho . zamy

HATERRS DA,

BT NITEN

IR

CEigh

Chech namer drom to

| Faament

Pt date |ﬂﬂ'1

dAmamnt palE (FE] | Eecigisntiuvadd e

lapFIEnEEaE

T IRl T ] III'H

i R e N LT e

=0 [1|00 = | easd (RS | CIRIG

Once we click the green arrow check mark on the Filter Criteria window, the result of the
filter is displayed as shown as follows.

WA HO TRERTUEY
il 1lington
GCompany code TR0

Check Feglster

Hank MEBLT HOT ] OHERRHE , Wl

Rank keps B519927HA

Acoount Mo, LLLEk AZPRRERTRY

Check
Check nunber From bs Payment Pant date |Corr. | Ssomunt paid (FO) |Recipientfosid s
LLLLLDEED L NBBREEZ NN | VR FARS1PPY (UEE 1,024 08| DEHHLS HCGRFFDTD
L ETT L] ARSI HAS | V3OS TREP | uSE Gl BE| DIAS DIHULR ©o
LTI RES] | ANERRRHIY | VRSN TRRY i 29 58| EHEHNAWTED PaREs |
T UL e | HhkEO Al | 12 TR (uiE A5 EHTERTRIHLHT ol
AL UL R | WD HAY | 12 IS TR | A0 0@ GEA FLEET HEH8EEN
THAENEEEL, AbRbBICENG | 127307 TR0 | UID 0.0 KITSAF WASDH Chos
13 E5E | BRERRICERT | 1270051000 |HER 1882 | AYSUILLE TRaILE
TdigEaEL ARbbEEZANA | 12 /3071000 (0LH BT9_AR| HCHAUGHTOH BDbE §
1ddddEaEsT AbbbBIZANG | 12 /5071000 (016 WG T3 | HWATALIE H. TERL&J
LT D T ERLS ] | HBRRREIAAS | 12 305 10RD (HEE GOS8 HTH COMUHTEET 1
taddazisy AbRbBII ARG | 12/007 1000 | BID Ab6. 08| TREASURER ©OF THE

&= {131 ] 1. 044, 75402
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Variants are changes in the basic version of areport which occur when details are
omitted or added. In our descriptions, we have changed the sorting, added totals and
subtotals, filtered the report selection, etc. and yet the original data remains the same.

There have been a number of variants stored in the system to use for displaying various
reports. These standard AIM S variants, named using the following naming convention:

(& Chooze

IAIM Sxx, may be chosen by usingthe = icon. These stored variants have all the
filters and qualifiers aready stored as part of the variant so that by choosing one, the
report isimmediately displayed. In addition, once you have decided any report listing is
exactly what you wish to see, you may save your personal variant by clicking on the

5 ) . )
KoK icon. Please note that the name of your individually saved variants must start
with aletter.
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¢ Getting Help

SAP includes a comprehensive set of online documentation. In addition, the Navy
Personnel Command’s Morale, Welfare and Recreation Division, Computer Services
branch has supplemented the extensive SAP Help system with components, including this
manual, written specifically for the Navy MWR/VQ users.

These supplements to SAP includes:

» A comprehensive desk reference and manual explaining what SAP is and exactly how
it will work within the MWR/VQ systems.

The MWR online help system, any MWR documentation and the basic overview
training will aso be available through the MWR home page to those with Internet
access.

»  With further implementation of the system, a 24-hour Help Desk will be available to
all commands.

The MWR specific components will further enhance the extensive SAP help available.
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In addition to the help components that have enhanced SAP standard help, we
have put together alist of definitions that will allow a new user to look at what
SAP calls something and trand ate that into what MWR has traditionally
called it. Some of these definitions follow:

[tem Definition

Company Code Replacement for what was traditionally called the
Fund number.

Cost Center Thisisthe replacement for a department within an
activity.

ABAP The programming language in which SAP
application programs and reports are created.

Application A software program or set of programs that perform
aspecific job. Examplesin the R3 system include
General Ledger and Accounts Receivable.

Initial screen Thefirst screen you see when you start any task in
SAP. Most tasks consist of more than one screen,
but some only contain a single screen.

Search help A tool for finding a specific record. A search help is

Transaction code

Possible Entries button

made up of search terms such as customer name and
Zip code.

A variable length character code that represents a
particular task. Y ou can use atransaction code,
instead of a menu path, to go to the initial screen of
atask. You enter the code in the command field.

A button with a down-arrow depicted on the face.
Click this button to display alist of possible entries
for afield.
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On-Line SAP Help Documentation Available

ZAccess the SAP Library

To see what kind of documentation is available for a particular application

1. From any screen, choose Help — SAP Library. The SAP library screen appears.
2. Choose the application and topic for which you want more information.

ZGetting Help on the Task You're Working In

To display step-by-step instructions for the task you arein.

1. From ascreenin your task, choose Help — Extended help from the menu bar. The
system describes step-by-step instructions for the application you arein.

- NOTE: Extended help is not available for every task in the system. If extended help
is not available for your task, when you choose Help - Extended Help, the system
will display the SAP library screen. From that screen, you can either search for the

g documentation you need in the library or return to your task.
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ZGetting Help on Messages

SAP displays warning and error messages in the status bar. A system message consists of
one line; However, you can get more information about a message.

To get Help on a status bar Message

* Inthe status bar, click anywhere in the message, or position the cursor anywhere on

the message and click @ or press function key F1.

ZGetting Help on Terminology

Some terms have meanings specific to SAP. When you find aterm that you don’t know,
you can look it up in the SAP glossary.

From the menu bar, choose Help - Glossary. A dialog box appears, in which all the
terms from your screen that are defined in the glossary are displayed. Part of asample
glossary list is displayed here.

To see the definition of aterm, double click on that term, or position the cursor on the
term and press function key F2.

CEITETIET 01
o E o+ M £ & o [
Hule Lewsm Bacs Himm Fumid Fad  [pesu  Hek
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" 1
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=
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ZGetting Help on Fields and Field Input

Most fieldsin SAP have Help available. Y ou can get explanatory help on thefield in
general and you can get help on possible entries for afield.

To display help for afield.

1. Position the cursor on afield.

2. Clickon @ or press F1. Depending on the settings that you have established, the
system displays the field help either in amodeless dialog box or amodal dialog box.

Termsin the field help that are highlighted or displayed in a different color
than the surrounding text are defined in the SAP online glossary. To display a
term’ s definition, double click on the term.

In addition to the actual field help, you can also access extended help and technical
information.

In the model ess dialog box:

» Click the @ button to display the extended help.

» Click the technical info tab to display technical information.

» Additional functions, such as printing, searching, maintaining entries, and
downloading help, are available in the application toolbar of the modeless dialog
box.

In the modal dialog box:

* Click the Extended Help button to display the extended help.

* Click the Technical Info button to display technical information.

» If you position the cursor in the help window and press the right mouse button,
the system displays a pop-up menu. This pop-up menu provides you with access
to printing, lists of possible entries, and field format.
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z Getting Help on Possible Entries for a Field

When you need help on which values you can enter in afield, you can display alist of
possible values or search helps. A search help isatool for finding arecord that has the
field value you need.

To display alist of possible entries for afield.

1. Position the cursor inthefield. A possible entries arrow appears to the right of the
field. If no possible entries arrow appears, you cannot display alist of entries for this

field.

2. Click on the possible entries arrow. A list of possible values for the field is displayed.

- Company code
CoCd |Company name City Curr .
Y

ga19 (HWR HAUSTA HAYPORT Mayport usp
1834 (MWR HAS JACKSOHNVILLE Jacksonville usp
1176 (MYR HAVHOSP BREMERTOH Keyport usp
1287 [MUR COMHAVREG, H.W. Keyport usp
1292 [MUR SUBASE KIHGS BAY Kings Bay usp
2387 [MC FUHD CIHCLANTFLT HORFEK |Horfolk usp
2389 MC FUHD CINPACFLT PRL HAR |Pearl Harbor usp
2318 |MC FUHD CHIEF BUHMED WSHDC |Washington D.C. usp
988 [MWUR HQ TREASURY Hillington usp
8612 (UQ HAUSTA MAYPORT Mayport usp
8824 (UQ HAS JACKSOHUILLE Jacksonville usp
8172 (U COMHAUREG, H.W. Keyport usp
8202 (U SUBASE KIHGS BAY Kings Bay usp
0387 [MC FUHD CIHCLANTFLT UQ FD|Horfolk usp
0382 MC FUHND CIHCPACFLT UQ FHD |Pearl Harbor [% usp

3. Place the cursor on the desired value and double click or press F2. The system inserts
the chosen value for the field.

[-57
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Limiting the Possible Entries List

The number of possible entries for afield may be quitelarge. You may limit the size by
using the wildcard character “*”.

1. Position the cursor in afield with a search help. Y ou can recognize a search help
field by the appearance of atriangle in the lower right corner of the field. When you
place the cursor in the field, the possible entries arrow appears next to the field.

2. Enter thefirst character or characters of afield value, followed by a. Example, paor
3* or k*.

3. Click on the possible entries arrow. A list of field valuesis displayed.

4. To choose avalue from the list, double click on it (or position the cursor on avalue
and press F2). The system inserts the value into the field.
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ZSearching for Field Values Using Search helps

When listing the possible values for afield using the possible entries button or F4, you
will sometimes get alist of search helps. Fields such as the Account Number field have
too many valuesto list. For thistype of field, you can use search helpsto find the record
that has the field value you need.

What is a Search help?

A search help isatool for finding records. It is made up of search termsthat are arranged
in aspecific order. For example, you wish to update a customer record and you don’t
know the customer’ s account number. Y ou can use the information that you do know
about the customer, such as their name, city, etc. to search for the account number. Name
and city are search terms.

When you use a search help, you do not need to enter information in all the search terms.
Search helps are flexible in that you can enter search terms you know and skip search
terms you do not know.

SAP comes with pre-defined search helps, and more may be added. There are two
methods of using search helps.

* Youdo NOT know which search help to use = Use the Simple Method.

* You know which search help to use and the order of its search terms = Use the Fast
method.

ZSearching for a Field Value When You Do Not Know the Search help

Before you attempt to use search helps, you should be familiar with the parts of a search
help. When you want to find afield value but don’t know which search helps are
available, follow these steps:

1. Position the cursor in asearch help field and click on the possible entries arrow or
press F4. The search helps available for the field are displayed.
OR
If you selected a search help for thisfield previously, the system proposes the
previously chosen search help as the default. If you do not wish to search with this

default search help, select Iﬁl or press F6.
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If thelist of search helpsislong, select Iﬂl or press SHIFT+F4 to search for the
specific search help you want to display.

2. Double click on asearch help (or position the cursor on a search help and press F2)

In the example below, we are using search help 3000 in the company code field to
search for customer records.

.4 Cystomers [by company code]

Search term I =r o
Pastal code I =
Elt_lrl I Eb‘ooo
M arme I E{}:,W
Custormer I =r
Compaty code |3 aag =
Festrict dizplay ko |5 aa

v ||| x|

&

3. Enter the search codes that you know; then click on = or press ENTER.

All the records that match your search termswill be displayed. If you do not enter
any search codes, the system will display all the records for the search help (In our
example, all the records that match Company Code 3000.) If the system cannot
display all the records, you will receive a system message in the status bar. Y ou will
need to reduce the number of records found by entering one or more search terms.

4. Double click on arecord (or position the cursor on arecord and press F2).

Version 3 — March 2001 1-60



SAP Overview

ZSearching for a Field Value When You Know the Search help

Using aknown search help is afaster method for finding arecord. Before you can enter
the search help, you should be familiar with the parts of a search help.

A field that uses search helpsisidentified by atriangle in the lower left corner of the
input field.

1. Enter the search help in afield; the click on E or press ENTER.
All the records that match will be displayed. If no records are displayed, make sure
your search help isvalid and the order of your search termsis correct. PressENTER
to display alist of available search helps.

2. Doubleclick on arecord (or position the cursor on arecord and press F2)

SAP enters the chosen value into the field in Step 1. The system may also enter
valuesin other fields (if these fields are dependent on the field in Step 1).

The search help syntax consists of four parts: an equal sign, a search help identifier,
periods (full stops), and search terms.
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Parts of a Search help

A typical example of asearch helpis:

=k. cust omer _nane. post al _code. city. account _nunber

The parts of this search help are

Every search help must begin with an equal sign

k

The search help identifier (ID), may be any letter. The search help
identifier must follow the equal sign. There may be other search helps
that begin with k; however each search help has a unique arrangement
of search terms. Whoever created the search help determines the
search help identifier.

~(Period)

Each search term is separated by a period. Periods also act as
placeholders for those terms you do not know. If you skip a search
term, you enter a period in place of the search term.

customer_name.
postal_code
...€etc.

These are the search terms for this search help. Y ou must enter the
search termsin the order indicated. For example, you must enter the
search term customer_name before the search city.

Search Help Examples

If you know the search help and the order of its search terms, you can enter this
information directly into afield.

The following example shows how you enter search helps directly into fields and the
results that the search helps produce. These examples are for the following search help:

=k. cust omer _nane. post al _code. city. account _nunber

IFYOUENTER THE
SEARCH HELP...

SAP DISPLAYS...

=k.smith.10038 All the records for customers named Smith whose zip

code equals 10038

=k.smith..Sydney

All the records for customers named Smith who livein
Sydney. You skip the postal code by entering aperiod in
its place.
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ZGetting Help on Reports

Y ou can get general information about a report, for example the purpose of the report and
the type of list the report produces. Y ou can access help from within areport by
choosing Help — Extended Help.

1. From the menu bar, choose System - Services — Reporting
The report selection screen appears

2. Inthe Program field, enter the name of the report for which you want help.

3. Click on Execute @.

The system displays the selection criteria entry screen

4. From the menu bar, choose Help — Extended Help.
General information about the report is displayed.

ZGetting Status Information About Your System

SAP provides information about the system you are working on and the SAP graphical
user interface (GUI), the front-end, you are using. Y ou can display thisinformation at
any time.

NOTE: If you encounter any problems while working in SAP, it may be helpful for you
to display thisinformation. Also, if you need to contact technical support, you
may be asked to provide some of thisinformation.

Steps for Getting Information About the Status of SAP

*  From the menu bar, choose System - Status

A dialog box appears, containing various kinds of information about the system you
are working on, such as the name of the program currently running, the transaction
code of the current task, the SAP release number, and so on. Two sample status
dialog boxes are shown here.
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|lzage data
Client [wo1
User |THENMESSY

Language Iﬁ

‘SAP data

- Repository data

Tranzaction W
Program [zcreen] W
Soresn numnber W

Program [GLI] M

GUI statuz MEH

This concludes the Overview portion of this guide. As
you continue through the remainder of the guide, refer
back to this section if you have any questions regarding
general steps for navigating through SAP.
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